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JOB DESCRIPTION FOR POST OF ASSISTANT TO THE DIRECTOR:
(14 Week Fixed Term contract)

Background information – STEP

STEP is a borough-wide partnership linking the theatre community and education and youth sector in Southwark. STEP aims to equalise, extend and deepen the theatre and drama experience of young people living in Southwark, ensuring equality of access to and participation in performing arts provision, even in the most deprived wards. STEP encourages young people to achieve their full potential through the creative force of theatre and performing arts activities, developing innovative projects which stimulate young people’s personal development and contribute to their successes and achievements.

STEP works with over 40 other theatre and performing arts organisations across the borough to create an innovative programme of work across the academic year which responds to the needs of schools and young people themselves in their involvement in theatre and performing arts both in and out of school.
JOB DESCRIPTION

Assistant to the Director (14 Week Fixed Term until 17 December 2010)

The post holder reports to the STEP Creative Director

Purpose of the post:
To be responsible for supporting the Creative Director in the preparation for, delivery and evaluation of the STEP Festival 2010 which runs from 15-26 November. The Assistant to the Director will be responsible for administrative, marketing, fundraising and project management tasks for the Creative Director.

Main duties and responsibilities:

· Supporting the Director in all aspects of his/her work.

· Providing marketing support including contacting schools, taking bookings, communicating with press, producing and distributing publicity.

· Supporting the administration of the Festival programme. This will include ensuring attending workshops and events throughout the borough, photographing and filming sessions and performances, representing STEP to teachers, parents, young people and funders.

· Supporting the administration of the year-long STEP Programme. This will include supporting the programming of the Youth Theatre Programme and other high-profile events both in theatre venues and schools settings.

· Acting as an advocate for STEP at performances and high-profile partnership and networking events.

· Researching for funding applications.

· Working in partnership with other community arts organisations and theatres.

· Working with young people from Southwark, identifying and communicating their needs to STEP.
· Supporting the organisation of events and performances, including taking an active role during performances as assistant to the Front of House and Technical teams.

· Providing administrative support to the STEP Board of Directors, including producing and distributing agendas and papers, taking minutes and organising refreshments.

· Completing all administrative work generated by the above activities and undertaking any other duties as may be reasonably required.
· Attending occasional staff meetings, training sessions and other events, which may take place outside normal working hours.

· Carrying out duties and responsibilities at all times with regard to STEP’s policies and procedures, details of which are available from the Director.

This job description is a guide to the nature of the work required of this position. It is neither wholly comprehensive nor restrictive and does not form part of the contract of employment. 

PERSON SPECIFICATION
This position would be ideal for those seeking to gain an all-round knowledge of working in theatre and the participatory arts sector and there is a great deal of opportunity for the successful applicant to extend and develop the role. Through this role the successful applicant will make contact with many other arts organisations across Southwark and the wider London area.

Essential:

Good written and verbal communication skills

Self motivated with the ability to handle a varied workload

Discipline, enthusiasm and initiative

The capacity to develop organisational skills and cope in busy conditions

Willlingness to adapt to different work roles and to communicate with a range of people

IT literate

A proven interest in theatre and community arts

A commitment to the aims and objectives of STEP

An interest in working with young people

Desirable:

Experience of working with young people and their families from diverse backgrounds
An understanding of video editing software
Terms:
This is a two day a week post from 6 September to 17 December 2010 (including full time hours from 15-26 November for the STEP Festival) with a salary of £63 p/day.

Normal office hours are 10am to 6pm, Monday to Friday i.e. 
14 hours per week over two days. The post will require some work at weekends and evenings.  

The annual paid holiday entitlement is 23 days plus public holidays (Pro Rata).

The successful candidate will be expected to apply for an enhanced CRB Check or hold a valid CRB certificate granted in the past 18 months.
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